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Higher Education Ceramics and 3D Facilitator
Service Area/Centre: School of Creative and Digital and Community 
Hours:  14.8 hours per week / 52 weeks per year (0.4 FTE / 2 days)
Salary: Business Support Staff Points 13-16
Reference Number: 6267

Responsible to: 
Head of School Creative and Digital and Community
Responsible for: N/A
​​​​​​​​​​​
The Position

The Higher Education Ceramics and 3D Facilitator will provide technical assistance for the School of Creative and Digital. The Ceramics and 3D Facilitator will oversee the management and monitoring of the ceramics and 3D workshop facilities and provide technical assistance to academic staff and students. The Ceramics and 3D Facilitator will undertake a timetable of facilitation including technical workshops, subject-specific skills support and departmental inductions, supporting an outstanding student experience across the area. A willingness to work flexibly across the Academic Group of Creative and Digital and beyond to support staff and students will be essential.
Main Duties and Responsibilities
1. Maintain links to professional organisations that support higher education technicians, and ensure best practice across the shared facilities.

2. Manage the day-to-day requirements of the shared facilities. Coordinate the repair, replacement and updating of tools and equipment. Coordinate and schedule opening times for the Technical Hub services.

3. Design, coordinate, schedule and deliver facilitation workshops and demonstrations that support students in successfully meeting learning outcomes, and assist staff in updating their technical skills.

4. Manage the Heritage loan system and the consumables budget allocation.
5. Support academic staff and students in the safe use and care of all materials, processes and equipment. Supervise graduate student teaching assistants and placements students in the use and maintenance of department facilities. Oversee Health and Safety practices to maintain safe work conditions and comply with established safety policies, practices, procedures and requirements. Coordinate the use of departmental and College resources to meet COSHH standards.

6. Maintain a complete and accurate audit of all shared resources.

7. Work with academic group staff and college administration on the ongoing development of the Creative and Digital facilities, researching and helping to implement equipment and upgrades and improvements where appropriate.

8. Undertake continuous and relevant staff development relating to relevant existing and emerging technologies and processes, and distribute this knowledge through staff development workshops, online platforms, and the College’s business planning process.

9. Undertake continuous professional development as necessary to keep up to date with initiatives and practice and complete mandatory training. 

10. To positively contribute to a safe learning and work environment ensuring compliance with Health and Safety and Safeguarding Policy and procedure.
11. All staff have a contribution to make to the way of which we engage with prospective and existing students, which is implicit in our vision, missions and goals and which places students at the centre of what we do. Therefore all staff are expected to contribute to support colleagues who may have more day to day contact with learners. These include supporting key processes which enhance students’ experience e.g. attendance at promotion activities and open events, supporting student admissions, enrolment, induction, provision of reception cover, invigilation and graduation events. These activities are not exhaustive and may vary from time to time.

12. Any other duties commensurate with the post

You should note that this job description is intended as a general guide to the duties attached to the post and is not an inflexible specification.  It may therefore be altered from time to time to reflect the changing needs of the College, always in consultation with the post holder.
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